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Log On System / Contact Info

authorization form.

1. Navigate to https://ebs.nc.gov/irj/portal.
The Enterprise Business Services (EBS)
Portal log on screen displays. (Figure 1)

2. Enter your EBS Portal User ID in the User
field.

3. Enter your EBS Portal password in the
Password field.

4. Click | ey | or press Enter. The

EBS Portal Home screen displays. (Figure 2)

5. Click the Powell Bill Reporting System tile.
The Powell Bill Reporting System Home
screen displays. (Figures 2 & 3)

Powell Bill Unit
NCDOT_PowellBill@ncdot.gov
919-707-4586

(For Powell Bill Reporting System help or if
you forget your eight-digit number.)

SAP Support Services
DOTITSAPSupportServices@ncdot.gov
919-707-2208

Hours: 7:00AM — 5:00PM (Mon — Fri)

(For user ID and password help only. You
must provide your eight-digit number to the
support personnel.)

Powell Bill website

https://connect.ncdot.gov/municipalities/
State-Street-Aid/

To log onto the Powell Bill Reporting System, you will need your Enterprise Business Services
(EBS) Portal User ID and password. If you have forgotten your ID or password, call NCDOT SAP
Support Services at 919-707-2208 or send an email to DOTITSAPSupportServices@ncdot.gov.
Notify the SAP Support Services personnel that you are an external user for the Powell Bill
Program. You will need to provide the eight-digit number entered on your access

. Enterprise
Business
" Services

User *

L 1

Password *

Partner Applications  Help

Powell Bill
Reporting System

Help

My Profile Portal Tutorials

Portal FAQ

Figure 2

Powell Bill Welcome Bea Cunningham

@ Reporting

-~ System

Home

.......

Personalize System News Log Off

[ search [ x || creats

Certified Statements
Expenditure Report History
it

s
Powell Bill Programs.

Expendiur
Expendiur
Expenditur
Fiscal Data Report

Certified Statement
e Report

 Report Attachments
 Report Submit

Figure 3
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System Navigation

. CIickEto print the Help Guide.

(Figure 1)

Note: Place cursor in dark area
above or beside document to display
hidden toolbar icons, if needed.

e Click to enlarge the Help

Guide to view screenshot details,
if desired. (Figure 2)

e Click H to decrease the size of

the Help Guide, if necessary.

. CIickHto hide the Navigation panel
on the left side of the screen or click

Hto display it. (Figure 3)

« Click Home to return to the
Powell Bill Reporting System

Home screen. (Figure 3)

« Click [EBack[-| o navigate to the

previous screen or click =] to

navigate to the next screen.
(Figure 4)

« Click * to the left of a heading to
expand a section or click = to
collapse a section. (Figure 4)

« Click B to automatically scroll back
to the top of the screen. (Figure 4)

Figure1

Figure 2
|
DO epPU
~ | Go | Advanced | i
» Home B Back - B -
2 B
Home I
Help [ search (51 x| [ Create |
FAQ's Certified Statements Cerified Statement
Expenditure Report History Expenditure Report
Fiscal Data Reports Expenditure Report Attachments
Powell Bill Programs Expenditure Report Submit
Fiscal Data Report
Figure 3

Agreement: 2000030738, NewPB Testing 2019

'Back ~ B

Cancel ||| & Refresh | Display Certified Statement

ElSave |

+ Warning:Please make sure the map and all required documents are attached before submitting certified statement

B\gmement Overview  Edit

1000006526 / CITY OF OXFORD
NEWPB TESTING 2019/ NewPB ..

Grantee ID/Name

Program ID/Desc.
Status: Created

Mileage 0.00

mSlreet Length

a2 8

~ General Information 7 Edit

Mileage less than 16ft: 0.00

Figure 4
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Process Flow

Create
Certified e
Statement

Municipalities use the following process flow within the Powell Bill program. Depending on your
role, an end user from their municipality may perform one or multiple steps in the process.

Attach & Submit

Certified —» Expenditure

Statement

Create

Report

v

Attach & Submit
Expenditure >
Report

Create & Submit
Fiscal Data
Report

North Carolina Department of Transportation

Last Updated 6/25/2019




Create Certified Statement

Powell Bill [ —— s —— [ ——
Reporting
- _System Saved Searches ~ N (52 EEm

Use this procedure to enter mileage, street type and
required relevant information for your municipality in order
to qualify for annual Powell Bill funds granted by the

State Legislature.

1. Click the Powell Bill Reporting System tile, if
necessary. The Powell Bill Reporting System Home
screen displays. (Figure 1)

Figurea

Powell Bill
Reporting
. System

Search: Grantor Agreements

2. Click Certified Statement in the Create section. The |- e

eip Search Criteria

Search: Grantor Agreements screen displays.
(Figures 1 & 2) ’ﬁlcleal Save Search As: [ Include View|[[ESave

3. Click the Agreement ID number in the Result List. ez o arvoreao 0
The Agreement: [ID number] screen displays. Figure 2
(Flgures 2 & 3) |Agreement: 2000030738, NewPB Testing 2019 B Back - []
Note: The Agreement ID is specific to your login S | Ko | SRt | D ContesSaenen :

|+ Warning:Plcase make sure the map and all required documents are attached before submitting certified statement;

and municipality.

~ Agreement Overview  ZEdit

4. Review the yellow warning message. (Figure 3) s DN I000GEZE 7Y OF OXF0%0
5. Click “Ed in the Street Length section to enter ;
street mileage for each surface type. (Figure 3) =
Use the Tab key to navigate through the columns in Figure 3
the Street Length section.
~ Agreement Overview 7 Edit
6. Click " !in the County column, then select the

desired county. (Figure 4) ;
7. Enter the appropriate mileage value in the Dirt e .
Surfaced column, if applicable. (Figure 4) [ e — o = “' o
8. Enter the appropriate mileage value in the Soil, Figure 4
Stone or Gravel Type column, if applicable.
(Figure 4)
9. Enter the appropriate mileage value in the Hard
Surface column, if applicable. (Figure 4) - Goneretnfomatn {222
Mileage less than 16t 0.00
10.Press Enter to update the total miles for all three o CotonDate .
surface types in the Mileage field in the Agreement Advance Valorsm Tax2 0.00
. . . Advance Valorem Tax3 0.00
Overview section. (Figure 4) Budget (YesiNo)
Budget for Municp Svcs:
11.Repeat steps 6—10 for additional counties as needed. L ool e s
orporate Limits Chg during Fiscal Year.
Street Mileage Chg

12.Click ¢FIt in the General Information section to
enter or select values as needed. (Figure 5)
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Create Certified Statement cont’d

Note: Place the cursor over any field in the General

Information section to display additional details. (Fig. 6) [Bdaet (veuia)] Ve =
. Budget for Muni Adopted Budget Ordinance per G.5 160-410.3 |
Reference Figure 7 for Steps 13 — 22 Sourcsof v FEE— e o O ]
) ) Corporate Limits Chg during Fiscal Year:  No
13.Enter the total mileage for sections of road less than Street Mleage Chg: [No
16 feet wide in the Mileage less than 16ft. field. Figure 6

14.Click in the Election Date field to select a date.
15.Enter the appropriate per $100 rate value in the

Advance Valorem Tax1 field. SEaEdhET  #T
Note: Enter O for first allocation. Misag less than 161 4
Election Date:  04/26/2019
16.Enter the appropriate total ad valorem tax levied e o o
value in the Advance Valorem Tax2 field. Advance Valorem Tax3: UI%
. . Budget (Yes/Ng): Yes
Note: Enter O fOf' flrSt a”ocatlon Budget for Municp Sves: | water distribution and fire protection| ]
Source of Other Funds:  N/A
17.Enter the appropriate total cash collections value in Corporate Linits Chg during Fiscal Year.  No
Street Milzeage Chg:  No

the Advance Valorem Tax3 field.

Note: Enter O for first allocation. Figure7

18.Click ¥ in the Budget (Yes/No) field, then select
Yes or No.
Note: Municipalities must have a formally adopted
budget ordinance in compliance with the General
Statute to qualify for the program.

19.Enter the appropriate municipal services paid for in
the budget in the Budget for Municp Svcs field.
For yellow and green forms only
Note: If Yes was selected for Step 18, then choose
at least two of the following: water distribution;
sewage collection or disposal; garbage and refuse
collection or disposal; fire protection; police
protection; street maintenance, construction, or
right-of-way acquisition; or street lighting.

20.Enter the appropriate value in the Source of Other
Funds field.

21.Click ' ¥ 'in the Corporate Limits Chg during
Fiscal Year field, then select Yes or No.
Note: If Yes is selected, then a 3rd page is
automatically created for the Certified Statement and
must be completed. In addition, an updated Streets
Listing and Powell Bill map are required.
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Create Certified Statement cont’d

22.Click ¥ in the Street Mileage Chg field, then select
Yes or No.
Note: If Yes is selected, then a 3rd page is
automatically created for the Certified Statement and
must be completed. In addition, an updated Streets
Listing and Powell Bill map are required.

23 ClICk [E] Save . (Figures 8 & 9) Agreement. 2000030738, NewPB Testing 2019
. . [FSave || X Cancel |l Refre: | Display Certified Statement
T h e fo I I OWI n g m eSSag e d IS p | ayS : + Warmning:Please make sure the map and all required documents are attached before submitting certified statement
Agreement 2XXXXXXXXX has been saved. T

Grantee ID/Name; 1000006526 / CITY OF OXFORD

24 . C“Ck DlEpIE}" Certified Statement . Review the Certlfled Program ID/Desc: NEWPB TESTING 2019 / NewPB Test.
Statement that displays in a separate window.
(Figures 9 & 10)

Figure 8

|Agreement: 2000030738, NewPB Testing 2019

25. CliCk E to print Statement_ (Figure 10) ESave | Cancel ||l & Refresh \IDisplayCer\medStalememI
|II Agreement 2000030738 has been saved
Note: Place cursor in dark section above statement

to display hidden toolbar icons, if necessary.

~ Agreement Overview  ZEdit

Grantes IDiName: 1000006526 / CITY OF OXFORD

Save Statement’ if necessary pmgramm)snt:u: :zj;:jTEanszeeNe\,\nPBTesmgza.

If you do not want to save the certified statement
proceed to Sign and Scan Statement.

Figure 9

26.Click H to save the statement to your computer,
if desired. (Figure 10)

STATE OF NORTH CAROLINA

MUNICIPALITY OF TOWN OF EAST ARCADIA

27.Enter a desired file name in the File name: field. O RtiriED STATEMENT
For exampie’ your municipality name foliowed by (DUE BETWEEN JULY 1 & JULY 21 -- PLEASE FILL IN EVERY BLANK; IF NOT APPLICABLE, USE N/A.)

Pursuant 1o G.S. 136-41.1 through 136-41.3, as amended, this is to certiy that the undersigned is the duly elected, qualified and acting Mayor
of TOWN OF EAST ARCADIA, Nort s are true and correct.

Certified Statement (i.e. Granville County Certified e e
Statement). (Figure 11) st ot
Figure 10
28.Click. (Figure 11)

X

29.Click in the top-right corner to close the ;
printable form. (Figure 10) Figure 11

Note: The “X” changes from grey to n when the
cursor is placed over it as shown in the screenshot.

North Carolina Department of Transportation

Last Updated 6/25/2019 7



Create Certified Statement cont’d

Sign and Scan Statement

30. Obtain all required signatures on printed
STATE OF NORTH CAROLINA

Statement (Flgure 12) COUNTY OF BLADEN

CERTIFIED STATEMENT

31. Affix seal to signed statement. T —

ted,
of TOWN OF EAST ARCADIA, North Caralina, and that the following statemens are t rect:

N ote : AI | ra i Sed (e m bossed ) Sea | S m u St be 1 ﬁﬁ:g;ﬂm;:&ﬁ:::yu:':r:fz?;;::al charter o law, conducted an election for the purpose of electing municipal

(The above election date should represent the most recent date of election for this purpose.)

shaded with a No. 2 pencil prior to scanning. 2 oo

rem tax rate per $100 valuation is: $0.00

g June 30, 2019, 50.00

ion enter "0")

32.Scan signed and sealed statement, Streets ot
Listing and, if applicable, a new Powell Bill map. v i o st alocaon e )

3. BUDGET ORDINANCE:

propriated. @ CNo

33. Save scanned file(s) to your computer to attach.

fon; fire protection; isposal; water distribu

‘and zoning. Th are:

MUNICIPALITY OF TOWN OF EAST ARCADIA

DUE BETWEEN JULY 1 & JULY 21 -- PLEASE FILL IN EVERY BLANK; IF NOT APPLICABLE, USE N/A.)

is the duly elected, qualified and acting Mayor

 adopted a budget ordinance n substanal complance wit G5, 160-410.3, showing reverue
es

funds have been appropriated for at least two of the following municipal services: garbage and
tion street

For additional instructions, proceed to Attach

and Submit Certified Statement procedure.

Home

34.Click to return to the Powell
Bill Reporting System home page, if desired.

Powell Bill
Reporting
System

o
" Agreement: 2000030156, New PB Testing 2019

Welcome Josephine Smith

Saved St

~ Agreement Overview 7 Edit

Status: Created
Mileage:

H Elsave | ancel ||| & Refresh | Display Certified Statement
(Figure 13)
5 ing: make sure the map and all required documents are attached before|
elp
FAQ's

Grantee ID/Name: 1000006488 / TOWN OF EAST ARCADIA
Program ID/Desc.: NEW PB TESTING 2019 / New PB Testin.

250

Figure 13
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After obtaining all required signatures and seals, use the

following procedure to attach and submit the Certified
Statement, Streets Listing and any additional required
documentation such as a map, etc.

1.

Click the Powell Bill Reporting System tile, if

necessary. The Powell Bill Reporting System Home

screen displays.

Click Certified Statements in the Search section.
The Search: Grantor Agreements screen displays.
(Figures 1 & 2)

Click the Agreement ID number in the Result List.
The Agreement: [ID number] screen displays.
(Figures 2 & 3)

Click LiAttachment ;. the Attachment section. The
Attachment dialog box displays. (Figure 3)

Enter Signed Certified Statement in the Description
field. (Figure 4)

Click | Choose Files | then select the desired file from
your computer. (Figure 4)

Click .

Click [A1ach | The Agreement: [ID number] screen
displays. (Figures 4 & 5)

Note: The signed Certified Statement displays as
an attachment in the Attachment section. Multiple
documents may be attached at once.

Repeat steps 4 — 8 to attach the Streets Listing and,
if applicable, a Certified map and Add/Delete sheet.

10.Click “E9" in the Agreement Overview section to

change the agreement status. (Figure 6)

11.Click ¥ in the Status field, then select Submitted.

(Figure 7)

North Carolina Department of Transportation
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!Search: Grantor Agreementsl

Archive Search

Figure1

Search Criteria
Certified Statement ID v s ~ °

Maximum Number of Results: 100

Clear Save Search As: [ Include View| (5] Save
Result List
Fiter
Agreement ID Description Grantee ID Grantee Name
[Zo00030736 NewPB Testing 2019 1000006526 CITY OF OXFORD / OXF

Figure 2
IAgreement: 2000030156| New PB Testing 2019 BBack - ]
(R)Save | X Cancel ||| & Refresh | Display Ceriified Statement @

+ Warning:Please make sure the map and all required documents are attached before submitting certified statemen

d fire protecti
Corporate Limits Chg during Fisc... No
Street Mileage Chg:  No
~ Attachments | [ Attachment Filter: & s =

Figure 3

help. If you upload a document from your local ha
is name is displayed in the attachment st If you do

Upload Document(s) From Local Hard. Choose Files |No file chosen

Figure 4

~ Attachments [ Attachment Filter mfE A =

Description Name Created On Created By
Signed Certfied Statement  Certified Statement pdf

04/29/2019 1323 2JSMITH4

Figure 5

Agreement: 2000030738, NewPB Testing 2019

ESave | X Cancel ||| 2 Refre

| Display Certified Statement

ake sure the map and all required documents are attached before submitting certified statement

+ Agreement Overview

Grantee ID/Name: 1000006526 / CITY OF OXFORD
Program ID/Desc.. NEWPB TESTING 2019 / NewPB Testing 2019-DO
Status:  Created
Mileage: 250

|Agreement: 2000030738, NewPB Testing 2019

Figure 6

I X Cancel 11| 2 Refresh

| Display Certified Statement

+ Waming:Please make sure the map and all required documents are attached before submitting certified statement
~ Agreement Overview ./
Grantee ID/IName: 1000006526 / CITY OF OXFORD

Program ID/Desc..  NEWPB TESTING 2019/ NewPB Testing 2019-DO
Status:  Created

Mileage: [Created
Submitted

| N3

Figure 7




Attach & Submit Certified Statement cont’d

|Agreement: 2000030738, NewPB Testing 2019

12.Click E%ave (Figure 7)
The following message displays: © Waring lose ko sur h e and sl i docmets r atchod oors ubing cartfid st
Agreement 2XXXXXXXXX has been saved

Note: The saved and submitted agreement has L L1 S—

Status:  Created

been sent to the Powell Bill Program for review.
°

~ Agreement Overview 7

13.Ensure Submitted displays in the Status field. Figure 7
(Figure 8)

[Agreement: 2000030156, New PB Testing 2019 I Back - []

FjSave | X Cancel ||| QRefresh | Display Certified Statement EN

. Home
1 4 " Cl ICk to retu rn to th e Powell | 8 Agreement 2000030156 has been saved | 2 Messages
Bill Reporting Sys tem h ome pa g e ’ |f d eS| red ) + Warning: Please make sure the map and all required documents are attached before submitting certified statement
(Figure 9)

~ Agreement Overview 7 Edit

Grantes ID/Name: 1000006483 / TOWN OF EAST ARCADIA.
Program ID/Desc.. NEW PB TESTING 2019/ New P

Status:  Submitted

Mileage

Figure 8

D Welcome Josephine Smith
DO Hil
Saved Searches -
¥ Agreement: 2000030156, New PB Testing 2019
HlSave ancel ||| @ Refresh | Display Certified Statement

Home

a 2000030156 has been saved
HEW) 1 Warning:Please make sure the map and all required documents are attachq
FAQ's

~ Agreement Overview /7 Edit

Grantee ID/Name: 1000006488 / TOWN OF EAST ARCADIA
Program ID/Desc.. NEW PB TESTING 2019 / New P

Status:  Submitted
250

Milsage

Figure g
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Create Expenditure Report

Use this procedure to report your municipality’s Powell
Bill revenues and expenditures as governed by the
appropriate General Statute.

1. Click the Powell Bill Reporting System tile. The
Powell Bill Reporting System Home screen
displays.

Powell Bill Welcome Bea Cunningham e NG
Reporting
System Soved Soaches - NN 3 EEUEEEY

2. Click Expenditure Report in the Create section.
The Search: Change Request Form screen Figure 1
displays. (Figure 1)

3. Click Powell Bill Expenditure Report in the Change  [sen crange Reavestrom
Request Form column. (Figure 2)
Note: The Expenditure Report specific to your Agrsment D
municipality displays.

Figure 2

Reference Figure 3 for Steps 4 — 10.

4. Click ¥ in the Choose Cash or Accrual Basis field,
then select the appropriate option from the
drop-down list.

5. Review the opening balance that displays in the
Beginning Balance on Hand July 1, 2XXX field.

6. Enter appropriate amount for all shaded fields
(R100—R104) in the Revenues for Powell Bill
Streets section as needed.

Note: Use the Tab key to navigate through the fields.
If you have a correction (+ or - ) from the previous
Expenditure Report, enter the value in R104.

Figure 3

7. Enter a brief explanation in the first R104
Bookkeeping Correction Brief Explanation field,
if necessary.

8. Review the allocation amount that displays in the
Total Powell Bill Allocation received from NCDOT
on October 1, 2XXX and January 1, 2XXX field.

9. Review the penalty amount that displays in the
Penalty section, if applicable.

10.Review the total revenue amount that displays in the
Total Revenues for Powell Bill Streets (Current
Fiscal Year) field.

North Carolina Department of Transportation
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Reference Figure 3 for Steps 11 — 14.

11.Enter appropriate amounts for all shaded fields
(E101—E115) in the Expenditures for Powell Bill
Streets section, as needed.
Note: If an amount is entered for E103, the
municipality must provide a list of street names
that were paved and/or resurfaced in the last fiscal
year. Large municipalities may enter See Attached
in the shaded field and attach a list.

12.Review the total expenditure amount that displays
in the Total Expenditures for Powell Bill Streets
(Current Fiscal Year) field.

13.Review the Summary section and the amounts
that display in both fields.

14.Review the closing balance that displays in the
Balance on Hand as of June 30, 2XXX
(Reserved for Powell Bill) field.

(Figure 4)

16.Click ¥ in the Date(mm/dd/yyyy) field, then select
a date. (Figure 4)

17.Click to check the report for errors.

(Figure 4)

18.Click oK to clear the No Errors Found —
Check Complete dialog box. (Figure 5)

19.Click mave . The Save document... dialog
box displays. (Figures 4 & 6)

20. Click oK . (Figures 6 & 7) The New
Change Request Form screen displays the follow-
ing message:

Expenditure Report has been Saved successfully.
Change Request ID — 4XXXXXXXXX

North Carolina Department of Transportation

15.Enter your full name in the Authorizing Name field.

Figure 3

Date(mm/ddlyyyy). 0412612019 x :E
Figure 4

This site says...

No Errors Found - Check Complete

oK Cancel

Figure 5

This site says...

Save document...

Note:
Saving a document DOES NOT submit it for acceptance.

No Authorizing Signature information will be saved.

Click (OK) to continue.
Click (cancel) to cancel.

|:| Don't let this page create more messages

oK Cancel

Figure 6
[NeW Change Request Form
Thank You
Expenditure Report has been Saved successfully.
Change Request ID - 4000014810
Please click here to View & Print PDF ||~ Expenditure Report
Figure 7

Last Updated 6/25/2019
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Create Expenditure Report cont’d

21.Record the saved Expenditure Report number to
reference when attaching required documentation.
(Figure 7)

22 Click [ PENAMUEREPOT] 1o Eypenditure Report
displays. (Figures 7 & 8)

23.Click @ to print report. (Figure 8)

24 .Click - to close the template form. (Figure 8)

25.Click '1ome to return to the Powell Bill
Reporting System home page.
(Figure 9)

26.Obtain all required signatures on report as
needed.

27. Affix seal to printed and signed report.
Note: All raised seals must be shaded with a
No. 2 pencil.

28.Scan signed and sealed statement.

29.Save file to your computer to attach. For
additional instructions, proceed to Attach and
Submit Expenditure Report procedure.

North Carolina Department of Transportation

[New Change Request Form.

Thank You

Expenditure Report has been Saved successfully.

Change Request D - 4000014810
Please click here to View & Print PDF || Expenditure Report

hitps: negov ZPTY O« @ C| @ qerebuncgor cle n
BElz=| + @[ Ko |o®[= ] |HE | sign | Comment
| Agreement: 2000005261 Page 1012
g

a T ON OR BEFORE AUGUST 1
68 POWELL BILL EXPENDITURES REPORT FOR FISCAL YEAR ENDING JUNE 30, 2017
MMMMMM ity TOWN OF ALLIANCE
Pursuant to NC General Statutes 136-41.1 through 136-41.4

[REPORT BASIS (Select One)

cash s paid)
incurred o when work is performed)

Amount
| $35106.46

\,  Powell Bill

Reporting
7. System Saved
New Change Request Form

Expenditure Report has been Saved successfully.

Change Request ID - 4000014810

Please click here to View & Print PDF | Expenditure Report

Figure 9

Last Updated 6/25/2019
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Powell Bill

@ Systel

Reporting
stem

1. Click the Powell Bill Reporting System tile. The
Powell Bill Reporting System Home screen
displays.

2. Click Expenditure Report Attachments in the
Create section. The Search: Grantor Change
Request screen displays. (Figures 1 & 2)

Figure 1

[search: Grantor Change Request

3. Click the Expenditure Report ID in the Result List. —
The Change Request: [CR number] screen displays. | ewsen -« . .
(Figures 2 & 3) [Search]|Clear Save Search As R sf;]‘sn:ve
4. Click LiAtachment  The Attachment dialog box

displays. (Figure 3)

Figure 2
5. Enter Signed Expenditure Report in the Description
field. (Figure 4)

Change Request: 4000008818, Powell Bill Expenditure Report

SlSave | % Cancel || & Refresh
6. Click | CheoseFiles | hen select the desired file from » Request
your Computer (Flgure 4) ~ Attachments W‘ [ URL With Template | Advanced

Figure 3
7. Click . (Figure 5)

To attach a document, select the
it If you cf

8. Click A3 | The Change Request: [CR number]

sing the value help. If you upload a document from yor
iame. this name s displayed in the attachment i

screen displays. (Figures 4 & 6)
Note: The signed Expenditure Report displays as
an attachment. Figure 4
9. Repeat steps 4 — 8 as needed to attach additional —_— — -
documentation such as the Paving & Resurfacing
file, etc. Figure 5
10.Click . Home to return to the Powell Bill et PR SO e e
. . Dlesnnpncn ‘ Name‘ Crleal.edOn
Report’ng System home page. (Flgure 7) SlgﬂedExﬁend\tweReEun Expenditure Report.pdf 04/29/2019 15:22
Figure 6
DO Re P I..
" Change Request: 4000014810, Powell Bill Expenditure Report
[ESave | XCancel || Refres|
Home
. b Request
FAQ's
= Attachments [/ Atachment [ URL th Template | Advanced
Description Name
Signed Expenditure Report Expenditure Report pdf
Figure 7

North Carolina Department of Transportation

Last Updated 6/25/2019 14



11.Click Expenditure Report Submit in the Create
section. The Search: Grantor Change Request
screen displays. (Figures 8 & 9)

12.Click the Expenditure Report ID in the Expenditure/
Fiscal Report column. The Expenditure report
displays. (Figures 9 & 10)

13.Scroll to the bottom of the report, then select the G.S.
136-41.3 checkbox. (Figure 10)

14.Ensure your full name displays in the Authorizing
Name field. (Figure 10)

15.Ensure the appropriate date displays in the
Date(mm/dd/yyyyy) field. (Figure 10)

16.Click . The Submit document...

dialog box displays. (Figures 10 & 11)

17.Click oK . The Edit Change Request —
[CR number] screen displays the following message:
Your Expenditure Report has been Submitted
successfully..
Change Request ID — 4XXXXXXXXX
(Figures 11 & 12)

Note: The saved and submitted report indicates it has
been sent to the Powell Bill Program.

18.Click "ome to return to the Powell Bill
Reporting System home page. (Figure 12)

North Carolina Department of Transportation

Powell Bill [y ——
Reporting
= System Saved Searcres - | (22 EEE

Figure 8

Search: Grantor Change Request

Expenditure/Fiscal Report
4000014194

IJOC‘UUMBWI

Program Description
POWELLBILL_2017
POWELLBILL_2017

Figure 9

Figure 10

This site says...

Submit document...

Mote:
Before Submit please ensure expenditure report is

signed,scanned and attached using Expenditure
Attachment menu on the main screen.

Click (QK) to continue.
Click (cancel) to cancel.

oK Cancel

Figure 11

Figure 12

Last Updated 6/25/2019
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Use this procedure to reflect all expenditures made for
municipal streets only during the reporting fiscal year.

1. Click the Powell Bill Reporting System tile. The
Powell Bill Reporting System Home screen
displays.

;« Powell Bill [ — m
NCDOTG Reporting
S oo SYSTEM

‘Saved Searches

2. Click Fiscal Data Report in the Create section. The
Search: Change Request Form screen displays.

Figurea
(Figures 1 & 2)
3. Click Powell Bill Fiscal Report in the Change Search: Change Request Form
Request Form column. (Figure 2)
Note: The Fiscal Data Report specific to your Agrosment D T
municipality displays. e
Figure 2

Reference Figure 3 for Steps 4 — 10.

The Fiscal Data Report now accepts decimals. If the
cents are below $.50, the amount remains the same.
If the cents are above $.50, the Fiscal Data Report
automatically rounds cents to the nearest dollar.

4. Enter the appropriate amount in the Payment to
State: section.

Figure 3
5. Enter amounts for each field in the Disbursements
For: section applicable for your municipality.
Note: These amounts are for all funds received for
street purposes only, NOT just Powell Bill funds.

6. Click ¥ in the field to select an option from the
drop-down list only if a value was entered for Line 8.

7. Review the amount that displays in the Total
Disbursements field.

8. Enter the appropriate amount in the Capital and
Operating Funds: Balance field.

9. Enter the appropriate amount in the Debt Funds
Balance field.

10.Review the amount that displays in the Total Funds
Accounted For field.

North Carolina Department of Transportation
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Create & Submit Fiscal Data Report cont’d

Reference Figure 3 for Steps 11 — 18.

11.Enter amounts for each field in the Receipts from
Local Government Sources section that are
applicable for your municipality.
Note: The money could be receipts from the
General Fund, Proceeds from Bonds, etc.

12.Click -~ in the fields for Lines 23, 26, 31 & 33 to
select an option from the drop-down list only if a
value was entered for any of these lines.

13.Enter total funds received for October and January
in the Powell Bill Funds Received/Allowed:
October 1, 2XXX & January 1, 2XXX) field on
Line 30.

14.Enter amounts for each field in the Receipts from
Federal Government section if applicable for your
municipality.

15.Review the amount that displays in the Total
Receipts field on Line 34.

16.Enter the appropriate amount for the Capital &
Operating Funds: Balance—Fiscal YR
Beginning July 1, 2XXX field on Line 35.
Note: Enter a value in this field if the municipality
only receives Powell Bill funds.

17.Review the amount that displays in the Total
Funds Available (Total Receipts plus Balance
Fiscal YR) field.

18.Ensure amounts in the Total Funds Accounted
For field on Line 18 and the Total Funds
Available field on Line 37 are equal.
Note: A message will display if the amounts do
not match.

19.Enter your full name in the Name field. (Figure 4)
20.Enter your job title in the Title field. (Figure 4)

21.Enter the appropriate date using the format
mm/dd/yyyy in the Date field. (Figure 4)

Figure 3

Figure 4
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Create & Submit Fiscal Data Report cont’d

22.Click to check the report for

errors. (Figure 5)

23.Click oK to clear the No Errors Found —
Check Complete dialog box.
(Figure 6)
. Save
24 Click . The Save document...

dialog box displays. (Figures 5 & 6)

25.Click oK . (Figures 7 & 8) The New
Change Request Form screen displays the
following message:
Your Fiscal Report has been Saved successfully.
Change Request ID — 4XXXXXXXXX

26. Click [FrintiSave as FDE |to print or save the report,
if desired. (Figure 8)
Note: Record the Change Request ID in order to
recall the Fiscal Data Report to finalize and submit.

Home

27.Click to return to the Powell Bill
Reporting System home page. (Figure 9

28.Click Edit Fiscal Data Report. (Figure 10)

North Carolina Department of Transportation

Data Code Notes

=
Figure 5
*
This site says...
MNo Errors Found - Check Complete
OK Cancel

Figure 6

This site says...

Save document...

Note:

Click (OK) to continue.
Click {Cancel) to cancel.

OK

Saving a document DOES NOT submit it for acceptance.

No Authorizing Signature information will be saved

Cancel

Figure 7

Your Fiscal Report has been Saved successfully.

| Change Request ID - 4000014732 |

Please click here to View & Print PDF

Figure 8

neoor 5 GRANTS

Edit Change Request - 4000014732
I

Figure 10
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Create & Submit Fiscal Data Report cont’d

29.Ensure the Fiscal Data Report number displays
in the Change Request ID column in the Result
List section. (Figure 11)
Note: If the Fiscal Data Report number does not
display, enter the number in the last Change

Request ID column, then click .

(Figure 12)

30. Click the Fiscal Data Report number in Change
Request ID column. The Fiscal Data Report
displays.

31.Scroll to the bottom of the report, then click

. The Submit document...

dialog box displays. (Figures 13 & 14)

32.Click | | . The Edit Change Request Form
screen displays the following message:
Fiscal Report has been Submitted successfully.
Change Request ID — 4XXXXXXXXX
Note: No scanned attachments are required.
The report has been submitted to the Powell Bill
Program for review. (Figures 14 & 15)

33.Click Home to return to the Powell
Bill Reporting System home page. (Figure 15)

uuuuuuuuuu

oooooooooo

Figure 11

Search: Grantor Change Request

Search Criteria

Transaction Type v s - oo
General Status v is - oe
Status v s - oo
Change Request ID v s ~1(4000013963 oo
WBS Element - equals - oe
Agreement 1D - s - ool
Figure 12
DEBT SERVICE s ot Bonts Dt Cade ot
r
- = e s [—1
-,
D D ==
Figure 13

Submit document...

MNote:
Once this has been submitted, it cannot be changed unless it
has a status of RETURN

Click (OK) to continue.
Click {Cancel} to cancel.

“ cancel

Figure 14

vcoor &5 GRANTS

Edit Change Request - 4000013963

Figure 15

North Carolina Department of Transportation

Last Updated 6/25/2019

19



Returned Documents Process

Municipality Powell Bill
Submits i
> Reviews
Document to Document
Powell Bill

Use this procedure to correct and resubmit any
documents returned by the Powell Bill Program to
your municipality.

Note: Since the Expenditure Report is returned
most often, the steps below apply to that process.

1. Click the Powell Bill Reporting System tile.
The Powell Bill Reporting System Home
screen displays.

2. Click Expenditure Report History in the
Search section. The Expenditure Report ID
displays in the Result List section.
(Figures 1 & 2)

3. Ensure Returned displays in the User status
column.
Note: Only documents with a status of
“‘Returned” may be changed.

4. Click the ID number in the Expenditure Report
ID column. The Expenditure Report displays.
(Figure 2)

5. Make all necessary changes.

Note: Ensure the total amounts in the Summary
section match. (Figure 3)

6. Click to check the report for

errors. (Figure 3)

7. Click oK to clear the No Errors Found
—Check Complete dialog box.
. Save
8. Click . The Save document...
dialog box displays. (Figure 3)

Powell Bill Municipality
Returns Revises and
Document for Resubmits
Corrections Document
Hom:
Figurea
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, =

Figure 2

Date(mmidd/yyyy)

Figure 3
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Returned Documents Process cont’d

9. Click oK to clear the dialog box. The
Edit Change Request screen displays the
following message:

Expenditure Report has been Saved
successfully.

Change Request ID — 4XXXXXXXXX
(Figure 4)

10.Record the saved Expenditure Report number
to reference when attaching required
documentation. (Figure 4)

11. Click [ PENAMUEREPOLT 1o Fyhenditure
Report displays. (Figures 4 & 5)

12.Click @ to print report. (Figure 5)

13.Click n to close the template form.
(Figure 5)

14.Click Home to return to the Powell
Bill Reporting System home page.
(Figure 4)

15. Obtain all required signatures on report as
needed.

16. Affix seal to printed and signed report.
Note: All raised seals must be shaded with a
No. 2 pencil.

17.Scan signed and sealed statement.

18.Save file to your computer to attach. For
additional instructions and screenshots, proceed
to Attach and Submit Expenditure Report
procedure.

Expenditure Report has been Saved successfull

.
o
iew & Print PDF| Expenditure Report

Figure 4

s shnc g DT D+ 8 6] @ qmtnneso Gle
BEzE o N |o® =[]HD|
&

Figure 5
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1. Click the Powell Bill Reporting System tile. The
Powell Bill Reporting System Home screen displays.

2. Click Certified Statement in the Create section. The
Search: Grantor Agreements screen displays.
(Figure 1 & 2)

3. Click the appropriate Agreement ID in the Result
List. The Agreement: [ID number] screen
displays. (Figure 2)

4. Click the link in the Program ID/Desc.: field.
(Figure 3)

5. Review the related Powell Bill documents that
display in the Attachments section, if necessary.
(Figure 4)

These documents include:
o Certified Statement (required)
o Streets Listing (required)

o Certified Map (>5 years old or street/
corporate limit changes)

o Add/Delete Sheet (optional)

Note: The Add/Delete sheet can be found on the
website along with additional information.

North Carolina Department of Transportation

=~ Powell Bill
@ Reporting

NCDOT

System Saved Scarches - |G (E%) FXTENERE]
Hom B Back - [
Ly
[Search: Grantor Agreements
~is = ®
Maximum Number of Resuts: 100
Clear Save Search As: Bsave
Result List
Agreement ID Description Grantee ID
Powelbilltest_2017 1000034931
2000005564 Ponelbillest 2017 1000105800

Agreement: 2000005674, POWELLBILL_Test2017yl

Save | X Cancel Ill & Refresh
* Warning:Please make sure the map and all required documents are attached before submitting certified statement
~ Agreement Overview 74

General Data

Grantee ID/Name: 1000034931/ TOWN OF PELETIER

Progam 1D/Desc.POWELLBILL TEST 2017/ POWELLBILL Tes017T ]

Status:  L2-Approved-Auto
Mileage

~ Attachments [ Attachment [/ Certiic

Figure 3

Grantor Program: POWELLBILL TEST 2017, POWELLBILL_Test2017yl
% Save | X Cancel | [fNew [ {3y | Hierarchy | & Refresh

~ Program Details 7 Edit

Program ID: - POWELLBILL TEST 2017
Description: POWELLBILL Test2017yl

- 07/01/2017
End Date:  06/30/2018
Program Sub Type:

G Atachmort C5URL 5 i Toryiai | Adaned

Description Name
SLMOYE_20170606_170047 POWELLBILL TEST 2017 Agreemen it creation
Figure 4
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